
General Carter 


Attached is a proposed letter to Honorable 
J. Edward Day, Postmaster General, in reply to 
his letter of 24 June 1963 to Mr. McCone, concerning 
the use of the Postal ZIP Code. Attached also, for 
your information, is a copy of an implementing Notice 
which I propose to issue immediately. 

Request your signature. 



L. K. White 


2 JUL 1963 

EA-DD/S:RBF:maq (2 Jul 63) 

Distribution: 

Orig - DDCI w/O & 4 ccys of DD/S 63-2811 and ccy of DD/S 63-2814 
1 - DD/S Subject w/ccy of DD/S 63-2811 
1 - DD/S Chrono 


DD/S 63-2811: 
DD/S 63-2814: 

4^ 


Ltr dtd )£, QycJL. to Honorable J. Edward Day fm Marshall S. Carter 
re Postal Zip/Code 

Proposed HN , subj: AGENCY PARTICIPATION IN ZIP CODE PROGRAM 
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Honorable J. Edward Day 
Postmaster General 
Washington, D. C. 20260 

Dear id; 


Thank you .for your letter ol Juno 24, 1963 concern- 
ing tha uaa of the .rostal TIT Coda, vv e have arranged to 
start uoing Immediately chs cade number assigned to this 
Agency. 

You may rest assured that this Agency will cooperate 
fully in all practicable action which will contribute to the 
success ci tha TIP Coda nrograrn. 

Sincerely, 


"ohn A. McCone 
Director 


EA-DD/S;RBF:maq (2 Jul 63) 

Rewritten 0/DDCI/MSC:lcv (3 Jul b3) (for Director's signature) ; 
Distribution: > 

Orig &: 1 - Adse •'?' 

1 - Signing Official 

1 - ER w/ba^ic 

2 - DD/S 

(Concurred in as originally prepared by LK White (DD/S) ort-Ci Jul 63) 

3s» 
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ADIvttNB IKA LIVE * IN TERNAL USE ONLY 


This Notice Expires X July 1964 


LOGISTICS HN- 


AGENGY PARTICIPATION IN ZIP CODE PROGRAM 


1. I lie Postal Zoning Improvement Plan known as the ZIP Code 
program became effective on I July 1963. As part of the program each 
Federal agency has been assigned a code number which is to be used 
as part of its mailing address instead of the "Washington 25" zone 
number used heretofore. 

2. ihe code number for this Agency is 20505. Effective 
immediately it will be shown as part of the Agency mailing address 

on all stationery, envelopes and forms used in unclassified correspondence 
going outside the Agency. Placement of the ZIP Code in the address should 
be as follows: 

Central Intelligence Agency 
Washington, D.C. 20505 

As existing supplies of stationery and forms are exhausted, replacements 
will include the code as part of the printed address. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION: AB 


L. K. WHITE 
Deputy Director 
(Support) 

2 JUL ^63 


ADMINISTRATIVE - INTERNAL USE ONLY 
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20505 


DD/S 63-2811 


\ 

\ 

\ 

\ 

\ 

\ 

\ 

V 

\ 

\ 

\ 

\ 

Honorable j;, Edward Day 
Postmaster General 
Washington, D.C. 20260 

cear Mr. Day; \ 

\ 

frank you lor your tetter of June 24, 1963 to Mr. 
McCone, concerning die use of the Postal -IP v.ode. We 
have arranged to start using immediately the code number 
assigned to this Agency. 

I believe die CiP Code program represente a 
significant step in increasing the efficiency of postal 
operations, and this Agency will cooperate fully in all 

practicable actios which will contribute to its success. 

\ 

\ 

faithfully yours, 
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SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM 
UNCLASSIFIED | | CONFIDENTIAL | | SECRET 

Central Intelligence Agency 

OFFICIAL ROUTING SLIP 


NAME AND ADDRESS 


DATE INITIALS 


Director of Logistics 


X ACTION 
APPROVAL 
COMMENT 
CONCURRENCE 


DIRECT REPLY 
DISPATCH 

FILE 

INFORMATION 


PREPARE REPLY 
RECOMMENDATION 

RETURN 

SIGNATURE 


Remarks : 




SECRET 


» U S. GOVERNMENT PRINTING OFFICE : 1961 0 — 587282 


FOLD HERE TO RETURN TO SENDE^j iJjhJ 

FROM: NAME, ADDRESS AND PHONE NO rjy * DATE 

Acting Executive Assistant to Hie 

Deputy Director (Support) I I M 

| UNCLASSIFIED | T CONFIDENTIAL _J_ | SECRET 

FORM NO. 007 Use previous editions (40) 

cLd { r w U.S. GOVERNMENT PRINTING OFFICE : 1961 0 — 587282 

A-EA-DD/S:KHW:maq {.z* jun oo; 

Distribution: . 

Orig - D/LO w/O of DD/S 63-2684 . 

Vl - DD/S Subject tC JT^ *>!>'* 40 

DD/S^SeS^Memo dtd 15 Jun 63 to Heads of Exec. Depts. and S 

I |subj: The Postal Zoning Improvement Plan of the 

STAT p ogt Office Department (circular No. A-59 


STAT 


STAT 
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O^fftrr •.'{ the |iu&tmastcr tfknfral 

lUccmnaton. 3. C 20^60 . 

<« 

June 24, 1963 


63%?rt 6 ' 


Honorab la John A. McCone 
Director of Central Intelligence 
Washington, D. C. 20505 

Door John l • . 

A* yon have been so well informed by Circe Ur A-59 of the 
loreeu of the Budget, our Postal ZIP Code will go hits affect an 

JwlP *• . 






I m sure yon will agree that in spite 
operation already indicated by business end tldnlfty tbrflUgn Stft m 
country, Government Departments and Agencies ****** be the lenders^ _ 
in adopting and utilising th# cod# on #11 outgoing i##iidnd cost# in y 
t i part of th# rotum address on #t#tionnry wd #n##lop##e 

tot your information# and that of the appropriate nailing dtyf* 

* alone of. your Department, 20505 will be your own ZIPCode. lew 
uaa of it ftssaediatoly will bo a najor factor in nooeleteting pub lie 
acceptance and uae. 

Those concerned with your own nailing actiyitiao Will f cOif* 

detailed information ea to the application of the IIP Code te yn# on* 
going noil from our technician#. 

I very much appreciate your cooperation aid JOtot ************ 
thie nojor program to effect long-range econonffp end affic^sering in 
nsil eery lee. 

4 -- ^ 

Sincerely, 


tr. -v 

* ,4 


l 


-f 

■’VihL;." ..i ' „ . A< t¥ XX 1 > - • \ 

■ ‘-'V*. ■ r . , 

Mi' 

• X 'Xvf-v'.',’ 


yfc§3| 

- s • J«, r ' 
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1 July 1963 


Colonel White inquired about a letter from Postmaster 
General Day concerning the new ZIP code. We received 
the letter from ER on Friday and forwarded to Logistics 
for action. Inasmuch as the letter did not call for a 
reply I did not keep a copy. I have requested Logistics 
to send me a copy of the letter for Colonel White soonest. 
(It is still in transit. ) 

Prior to receipt of Mr. Day’s letter, on 20 June, 
we received a BO B circular N o. A-59 which spelled out 

the new system. requested that I check with 

Logistics to determine if they had already received it. 

They had not. On 24 June we forwarded the circular 
to D/L with the request that they prepare an Agency 
Notice, beamed at official correspondence . 

After Colonel White's inquiry this morning I checked 
on the status of the proposed Notice and learned that it 
is being worked on but that there are security factors 
involved which will have to be resolved prior to publication. 

The new system is effective today, 1 July, but the 
first word received in this office was receipt of the 
circular (from the Comptroller) on 20 June. 


Miriam 
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executive Office of the president 

BUREAU OF THE BUOOCT 
- MWnftoo ft IV (V, 20903 


J« 15, 196 3 


. , £W 


'"MSM ..’i’! ,cf 


to to* anus Cpuncurm 





. .> .. <t 


I9mi or tte Boob Office 

• " ’ • '■*'* II- .am itads 

'•:;*nq-r *;j -* 3o«^n©9 



agencies for partic ipating la tin 


ZIP Code 1» 
It bW bMB 

to preside) auntfioss coding 



postal oplogme, thus accelerating distribution * T >» 

JjWwy. Attacteent A to this Circular esplalne tte systca la . 

to th.w^7JTlfiMi2S«A 

taat federal agree lee do so as veil. - ' ■ 

a 

^ fflcag ar ar A gefegaftx ssa 

vrssas 


contact tte loonl 


It t.S Agency participation will consist 


to obtain ttelr ZIP codes. 


a. Effective 


printed 
of tte ZIP 


*o°o*Pt of notification by tte Post Office 


*U1 In cl ude tte ap propr i ate ZIP Code as 


la 


part off its 


p 


^ tk . o ^o u l B be la tte neaner shown in tte 

JS^? to8,l * ar ‘ ******* «S»Uee off stationery, 
fcatm ^ vlthout alteration, lakU 




3r*. O^) 


v l£+\ * 





0L 3 


"5'Ki ' ? > ’ 'v- • •’ 


v** <■■ ■ . 
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b. Each agency la requested to develop and procedures for 

including the addressee's ZIP Code, to the extent practicable, on its 
outgoing nail. Directories listing ZIP Codes will be available for 
reference, as set out in Attachment A, section 6 . 

c. Agencies that have a large outgoing nail volisne and that utilise 
automa tic data processing (ADP) equipment to process mail, may, after 
appropriate study, be requested by the Poet Office Department to pro-sort 
their mail into ZIP Code sequence. Agencies in this category will be 
contacted by representatives of the Post Office Department and are 
requested to cooperate fully in discussing, planning, and 

system changes that will contribute to the success of the ZIP 
program. 

Assist ance from Post Office Department . Assistance in carrying out 
the ZIP Code program may be requested from the Customer Relations 
Division, Poet Office Department, Washington, D. C. 20260. fetters 
of a purely loc a l nature should be taken 19 with the local post office 
through the postmaster. 


Attachment 


KERKEP GORDON 
Director 


(3o. A -59) 
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ATTACHMENT A 
Circular Ho. A -59 


postal zoning iMPRoro grr plan 

FACT SHEET 


1. Definition . ZIP Code Is a five-digit, numerical mall distribution 
code that will replace and expand the present postal delivery sons system. 
It will greatly simplify the process of mail handling in post offices, 

and at the same time speed service and cut costs. 

\ 

2. Assignment of ZIP Codes . A separate code mmber will be assigned to 
each post office. In the S 07 cities with local postal cones, the first 
three digits of the ZIP Code will identify the city, and the last two 
digits will be the local zone number. In unconed areas, the first three 
digits will identify the main focal points of air, highway, and rail 
transportation— known in the postal service as sectional centers. The 
last two digits will identify individual post offices served by sectional 
centers, or delivery stations attached to such post offices. Uhere 
appropriate in either zoned or unzoned areas, assignment of numbers to 
large firms. Government agencies, large buildings, and other major 
delivery points will also be made. 

3. Example of the ZIP Code miseries! breakdown . « Suppose you live in 
the 3300 block of North Dinwiddle Street in Arlington, Virginia. Tour 
present address is in Zone 7. Tour ZIP Code will be 22207. The first 
numeral — 2— designates one of ten national service areas, consisting, in 
this case, of the District of Columbia and the States of Maryland, 
Virginia, West Virginia, North Carolina and South Carolina. The second 
digit— 2— Identifies' the service area subdivision, or, In this case, a 
portion of the State of Virginia. The third digit— 2— identifies 
Arlington, Virginia. The last two digits— 07— identify the postal sons 
for that address. 


Participation by larae-volve mailers possessing automatic data pro- 
cessing (AIF) equipment . ZIP Codes are designed for use with ATP equipment . 
and the program stresses pre-sorting of mall by private business firms 
and Government agencies that have large mall voluaes and possess such 
equipment. A customer of this type will arrange his — lists in 
sequence, using the code. His own AIF equipment will sort his mall by 
the code to its destination points. The degree and type of pre-sorting 
will vary depending on the nature and density of the mailing; to all 
five digits for a nationwide, heavy-density mailing; to the first three 
digits for a nationwide, light-density mailing; or to the last three 
digits for a local mailing. The mail will then be bundled and pouched 
and delivered to the originating post office. In many cases, non-local 
mail will go directly from the post office of origin to train, air, and 
truck terminals for Immediate dispatch to the large city, sectional center. 


(Ho. A-59) 


Approved For Release 2003/04/29 : CIA-RDP84-00780R0001 00260008-7 



Approved For Release 2003/04/29 : CIA-RDP84-00780R0001 00260008-7 

2 


or post office of destination, by-passing as many as six ■ail-handling 
steps. Pre-sorted local mail wlllty-pasa several h a ndli n gs in the 
local post office. 


•5. Public nartlclnatioa. Bach citizen will be asked to become faalllar 
with the UPCode of bis’ own address, and to Include thatnunber In his 
return address on all correspondence. Ibis will help addressees . to 
become familiar with the sender's ZIP Code, and. In the case of eorm^ 
pondence to large-vol«s mailers, will facilitate incorporation of ffl[F 
Codes into ■filing lists without time-co n sum ing searches of post office 
directories. The public will also be urged, when addre ssing **!»*>. 
Includ e the ZIP Code of the addressee. This will help speed the, manual 
mall handling process In post offices, sad will provide the basis for 
future mechanisation of that process. • 


6. Re ference mater* July 1, 19^3, the following Post 

Office Department prihll will be a vai la ble for the reference of . 

ZIP Code users: c ^ 

a. Directory of Post Offices, 1963 edition. This will contain s 
ZIP Code for each post office in the United 8tatea. It n^r h e obtn insa, 
at $2. 50 per copy,- from the Superintendent of Documents, Government 
Printing Office, Washington, D, C. 20402. 

_ vf 

b. indLlvldusl ZIP Code directories for the 207 cities having postal 
zones. These will supplement the Directory of Post Offices by further 
breaking large cities into specific ZIP Codes for postal zones o r ot her 
delivery units. They may be obtained, at no char ge, from the postmaster 
of the city for which a directory Is desired, or from Headquarters. 
Services Division, Post Office Department, Washington, D. C. 20260. - 


By July 31, 1963, a ZIP Code directory will be available for each 8tate. 
These will supplement the Directory of Post Offices by incorporating 
the material contained in the zoned city directori es and by f urther 
breaking various una oned cities and areas Into delivery sta ti o ner o r 
other sub-units. They may be obtained, at prices to be determined,' Ttxm 
the Superintendent of Documents, Government Printing Office, W as hin g ton , 
D. C. 20402. 


' . ;v Ls - 

(Ho. A-59) 
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